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<Insert Sender Address>
Tel: <Insert sender Tel>
Fax: <Insert sender Fax> 
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<Insert date in dd/mmm/yyyy format>
Dear 

Re:<Insert Study Title> 
RRK Reference:
Ethics Reference Code: 

This letter is to inform you that the above named study, for which XXX is Sponsor, has now been archived at our off-site storage facility. Please ensure that your records relating to this study (including any archive logs or lists) are updated accordingly.

Please see below the details of study closure and archived box IDs:
Date study closed on site:

Date study archived:

Duration of retention:

Number of boxes:

Box IDs:

Should you require access to these boxes in future please contact the Research and Development Governance Office on 01213714185 or email: R&D@uhb.nhs.uk.
Yours sincerely

Research Archivist/ Research Governance Facilitator
<Insert Address of Recipient>
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